Salary Advance Scheme PHP 
SCH/09 


EXL: SALARY ADVANCE SCHEME 2 Guideline No.: SCH/09 


Effective Date: 18" Dec 2018 issued by: HR 


Salary Advance Scheme 
SCOPE: 


This document is applicable for all employees (Band A1 to F) of EXL filing for 
Salary Advancement due to Medical Exigency. For the purpose of this policy, 
Medical Exigency refers to reasons or circumstance related to health, 
sickness, hospitalization, treatment and / or any emergency medical 
situation. Especially those that are not covered by the EXLs Health Insurance 
Benefit 


GENERAL GUIDELINES 


An employee will be eligible for salary advance once he/she has 
rendered at least one year of service with EXL, provided that there are 
no pending advances or other dues recoverable from him/her on the 
date of his/her request for salary advance. 
By submitting the request for Salary Advance, the employee authorizes 
the Department of Human Resources to deduct and recover the 
amount from his / her payroll. All employees who apply for a salary 
advance, before their salary advance request is processed, shall be 
required to sign an authorization to deduct (ATD). Without the signed 
ATD, the request for salary advance will not be processed. 
Salary advances will be credited through payroll and shall not be given 
in the form of a check. 
Eligible employee needing financial assistance must submit a fully 
accomplished Request for Salary Advance form to his or her direct 
supervisor—and—respective HRBRP. Pertinent documentation supporting 
the reason for the advancement must be attached to the request. 
Once approved, the employee/ supervisor shall then forward the 
request to the HR Benefits Team. 
In case an employee separates from the company due to any reason 
whatsoever, including but not limited to termination or resignation, 
prior to repayment of the entire salary advance amount, he/she shall 
have following options to settle his/ her outstanding remaining unpaid 
balance: 

1. Settle the entire or partial dues before the last working day 

through check or cash payment made in favor of EXL Service 
Philippines, Inc. 
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2. EXL will deduct from the full and final pay payment the entire 
amount of obligation. 

3. If and when the Full and Final pay is not sufficient to cover 
the outstanding balance, the separated employee will pay 
the balance through cash or check payment. Certificate of 
clearance will only be given and processed upon settlement 
of remaining unpaid balance salary advance 


PROCEDURE 


a. Supervisor 

1. The employee’s supervisor must immediately review and 
validate the employee's eligibility. Supervisor must 
disapprove a request that does not meet the requirements of 
the salary advance scheme. 

2. If the request is approved by the supervisor, he/ she must 
secure the approval of the Business Leader (refer to table 
4.2) 

3. Request shall then be endorsed to theit+respective HRBP the 
HR Benefits Team for further review and processing. If the 
request however is denied, it is then the responsibility of the 
supervisor to provide feedback and indicate the reason for 
denial. 


b. Human Resources Business PartnersHR Benefits Team 


1. Upon receipt of the request, the HRBP—HR Benefits shall 
immediately review and—veldate—+the—eligibiity—and—the 
requirements submitted (Fabte—+2)}—and ensure that the 
request submitted complies with the definition of medical 
exigency. 

2. The HR Benefits POC must provide feedback to the employee 
and supervisor if the application will proceed to the approval 


process following the Standard Approval Matrix (Table 1.2). 
3. The HR Benefits Team shall also validate the eligibility to 


ensure that the -and+that+the-employee is qualified to avail of 
the salary advance_by monitoring the rest of the approval 
process: 


regses shoal _pe—cisssereved—906—thc—achyancerieat 
wit-net-be-precessed—HR Business Partner to check if 


the employee has been charged with a Category A 
misconduct 
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b. Finance Team shall review the employee's record 
and check if the employee has pending salary 
advancement/ accountability that needs to be settled. 
If the employee has an existing salary advance, then 
the request shall be disapproved, and the 
advancement will not be processed. 


4—Once clearance from BHR and Finance is granted, eaby then 
the HR—Business—Partner—Finance Team will be—able—+te 
preceedunthsecuringthe+rest ofthe approvals—submit the 
documents to the Finance Head for final approval 

5. Fre—-HRBPR—must_previde feedback _toethe_empleyee—and 
Suber se cf thea 5 eoton at} receac_to—_tha_ soe teuc} 


&—Once approvals are secured, the request along with pertinent 
requirements shall be endorsed to the #R-Payroll Team for 
processing. 


c. HR-Finance Payroll 


1. The HR—Payroll Team shall review the completeness of the 
documents submitted, once approved requests are endorsed for 
processing and payroll inclusion. 

. Salary Advance will be processed and credited along with the 
regular payroll run, provided other conditions as described in this 
policy and/or by the management from time to time are fulfilled by 
thean employee 


Eligibility Criteria 

1. Salary Advance shall only be granted to employees needing financial 
assistance due to Medical Exigency. This covers the employee and 
employee’s immediate family (refer to Glossary) 

2. To be eligible for a salary advance amount, an employee needs to 
have minimum one year of tenure in EXL 

3. If an employee who has existing unpaid salary advance, he/she will not 
be eligible to take Salary Advance. 

4. In case any employee has been charged with a Category A misconduct, 
he/she will not be eligible to file for salary advance. 
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Table: 1.1: Salary advance Amount 


Tenure Eligibility 


2 Years and Above 


{One Month Gross Salary 


‘Up to a maximum of 2 (two) months Gross 
Sala 


‘One year - Maximum of 12 months (24 
‘Payouts) 


|1 to 2 Years 


{One Month Gross Salary 


Payouts) 


2 years and Above 


K 1 Year 


Up to a maximum of 2 (two) months Gross 


[1 to 2 Years 


(One Month Gross Salary 


Two Years - Maximum of 24 Months (48 


One year - Maximum of 12 months (24 
Payouts) 


Band D and Above 
|2 years and Above 


Up to a maximum of 2 (two) months Gross 
[Salary 


Two Years - Maximum of 24 Months (48 
Payouts) 


4 years and Above 


Note: 


Up to a maximum of 3 (three) months Gross 
Salar 


Two Years - Maximum of 24 Months (48 


1. For any kind of medical exigencies, all relevant medical documents will 
be required. The relevant documents will comprise of all investigation, 
all the medicine purchase vouchers with supporting prescriptions in 
original and Record of treatment taken in Pre & post hospitalization 


periods 


The sole discretion of granting the salary advance and deciding the 
amount lies with the management (as per table 1.2), based on their 
assessment of the request. The decision of the management shall be 
final & binding upon the employee and no communication shall be 
entertained by the management in this respect 


Tax Impact 


Interest foregone by the Company on such salary advance granted 
may be treated as Fringe Benefit or Perquisite as per the relevant tax 
laws of the country where the employee is based. Such Fringe Benefit 
or Perquisite as applicable may be taxable in the hands of the 
employee. In such cases, the tax impact of the same (based on income 
slab of the employee) shall be borne by the employee 
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Table: 1.2: Approving Matrix 


Uke 2 iomon arose eater a Band El & above from Business/Function; 

(Band Al to B2) 2. AVP or above from Finance 

Up to 3 (three) months gross T Band El & above from Business/Function; 

salary and 

(Band C1 to C2) 2. AVP or above from Finance 

Up to 3 (three) months gross T. Band E2 & above from Business/Function; 

salary 
(Band D1 & D2) è AVP or above from Finance 

Up to 3 (three) months gross : Business /Function Head (Band F); and 


salary (Band El & E2) ; VP Finance 


Up to 3 (three) months gross 1. CFO (Chief Financial Officer) 
salary (Band F) 


Table 1.3: Validation and Approval Process 


Employee Files Business / HR Benefits HRBP Finance Cash Finance Finance - 
for Salary Function Head Reviews Check PDP Check if EE has Approval Payroll 
Advancement Approval Document and Records an existing Disbursement 

Validate unpaid salary and Recovery 


Any deviation to this scheme would have to be approved as follows: 


Band Al to D2: Band E1 & above from Business/ Function, VP-HR 
Finance & Center Head 
Band E1 & above: COO 


References 


None 
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Glossary 


Immediate Family: 


Single include Parents and Sibling 


Married includes spouse and children. 


Solo Parents may include their parents aside from their children 


HRBP: Human Resource Business Partners 


Medical Exigency: Reasons or circumstance related to health, sickness, 
hospitalization, treatment and / or any emergency medical situation. 


Version History: 


Old 
Versio 
nNo 
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Versio 
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Effective 
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Change 


Approve 
d By 


Description of Changes/Revision 


NA 


1.0 


18" Nov 
2013 


HR-VP 


Document Released 


1.0 


2.0 


10" Oct 
2017 


HR-VP 


Document reviewed and updated 


18th Dec 
2018 


Included the Center Head (Jaideep) 
in the Approving Authority for all 
Salary Advance requests. From VP- 
HR to VP-HR / Center Head 

Removed duplicate table 1.2: 
Approving Matrix. Aforementioned is 
showing twice in the policy 
document. 


17th Jan 
2020 


Document reviewed as no change. 


22nd Dec 
2020 


Document reviewed as no change. 


22nd Feb 
2021 


Revision made in the salary 
advance scheme for PH location. 
The revision was to correct the 
amount stated from Gross to 
Basic salary to avoid confusion. 


2 


10th Mar 
2022 


Document reviewed as no change. 


3 
02:3 


20th15th 
Marjuly 


e DPoecumertreveweceshe- 
ehange-Revised Approval 


EXL Internal and Proprietary 


Version 2.3 


Page 6of 7 


Salary Advance Scheme PHP 
SCH/09 


Authority Matrix 
e Revised Salary Advance 
Scheme 
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